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To the Municipal Clerk: 


Please circulate this bulletin or make 
copies ‘for: distribution to councillors 

or staff of your municipality who may 

be interested in the subject. Additional 
copies are available at a dollar each 
from the Publications Centre (see page 10). 
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INTRODUCTION 


Municipalities are continually seeking ways to 
manage their resources better, for many reasons, 
including efforts to keep tax increases at a 
Minimum and to ensure better utilization of 
these resources. 


One area that, in the past, has largely been 
overlooked is real-property management. Acqui- 
Sition of real property represents considerable 
expenditure, and councils and staff are beginning 
to look to long-range planning to use municipal 
property more efficiently and to reduce the cost 
of acquisition. Also being considered are methods 
to generate revenues through the short-term 
leasing of property not immediately required. 


The first step in managing real property is to 
identify and catalogue the existing pieces held 
by the municipality. 


This bulletin, will deal with this, initial “step 
of creating and maintaining a real-property 
inventory. This inventory is very basic and 
provides a starting point for smaller munici- 
palities to build upon. 


General 


REAL-PROPERTY INVENTORY 


Land is acquired by a municipality in a number 
of ways, including purchases, tax arrears, gifts 
and subdivision dedications. A municipality 
also acquires an interest in land in the form 

of easements, which should be catalogued along 
with its" actual Tand; holdings. 


In order to keep this tax burden at a minimum, 
many municipalities are developing land-manage- 
ment programs that include actively trying to 
lease lands not required for immediate use. 
Managing land also means ensuring that the 
municipality's lands are not used by unauthorized 
persons. If a municipality does not check 
occasionally someone may place a hazard such as 
garbage on the lands, or even remove some of the 
land in the form of top soil, thereby reducing 
its value. It may be possible for a person to 
fence municipal land, other than road allowances, 
and after ten years acquire ‘adverse possession' 
of the land. This possible situation could be 
prevented by annual inspections. If such an 
encroachment on municipal lands were found the 
municipality could take the necessary steps to 
regain its interest. 


Where vacant municipal land or lands with 
buildings are leased, an annual inspection 
program is necessary to ensure that the property 
is being used in accordance with the terms of 
the lease. 


Risk management (insurance) is becoming a 
Significant budget item... “lt may soemtnae an 
active land-management program can reduce risks 
and lower premiums. 


Before a council can embark on a land-management 
program or make informed decisions regarding 
acquisition or disposal of land or easements, it 
must know its existing holdings. This can be 
achieved very inexpensively through the establish- 
ment of a land-inventory system. 


A land-inventory system consists of three basic 
items: 


1. Map(s) showing the location of the 
Properties, In) relarcion. co; surrounding 
properties and streets. 


2c. Cara, Five ywltisa- cara Lor eacn 
property and easement. 


3. Correspondence and document file. 


Encl a Survey 


To ensure success and accountability, responsi- 
bility for the development and maintenance of 
the system should be assigned to one individual. 
In the smaller municipalities this will take a 
small«portion, of an,individual's time. Even 

so, the importance of having one person respon- 
sible should not be overlooked. 


Many municipalities select a person from the 
clerk's or treasurer's department rather than 
a department that is responsible for some of 
the municipalities' holdings. The reason for 
this is to ensure that the system is uniform 
throughout all departments involved with 
municipal land. 


The first step the property officer must under- 
take is to determine the existing holdings of 
the municipality. This will involve searching 
the files of each department for deeds, ease- 
ments and leases and checking any maps avail- 
able that may show lands held for which deeds 
have not been located. It may help also to 
interview various members of staff and review 
the records of council proceedings for property. 
acquisitions. A review of the plans of sub- 
division and assessment rolls will also be 
required. 


Many municipalities do not have a staff 
solicitor and make use of the services of a 
private solicitor when land transactions are 
involved. In some cases, several different 
solicitors have been retained from time to 
time. In many cases, the actual documents 
and correspondence have been retained in the 
solicitor's files. Where this situation 
exists, it will be necessary for the property 
officer to contact these solicitors to obtain 
the material for the inventory. 


In some cases, the name of the solicitor used 
in past years may not be known to the staff 


and the records they hold can only be obtained 
when the information comes to light. This 
usually occurs when the solicitor for a purchaser 
inspects the records of the registry office and 
finds that the municipality has some interest in 
the land and contacts the staff of the munic-— 
ipality. In turn, ithe $staftf will usual fine 
the name of the solicitor who acted for the 
municipality on a copy of the deed in the 
registry office, after which they are able to 
contact the solicitor and ask for the return 

of the documents and correspondence. 


Card File 


At the end of this bullets#n is an example of 
the information retained in a land-inventory 
system. This information is usually set out on 
filing cards and represents the backbone of the 
system. As a municipality's needs increase, 
the information on these cards can be trans-~ 
ferred to some other media such as microfilm 

or .computer SysScem. 


One card is prepared for each parcel of land or 
easement. The purpose of the inventory is to 
provide ready access to individual property 
information as well as to provide a total 
picture of property holdings. The property 
officer should determine the nature of the 
Majority of requests for property information 
and file the cards accordingly. This may be 
by lot and plan/concession, or by use, such as 
parks, roads or utility yards., In most cases, 
questions are asked as to what holdings the 
municipality Nas in, a specific area. “Asa 
result, most property officers file the cards 
by lot and concession and use different coloured 
cards to indicate types of uses or zoning. If 
the situation warrants and time permits, the 
property officer may establish duplicate card 
files, one organized to indicate use, the 
other zoning. He may also separate easements 
from the deeds of land in order to provide 
quicker access to either category. 


Whatever methods are used, the inventory should 
start off simply and grow as need determines. 


Maps 


While the filing cards will represent the major 
element of the inventory system, it is valuable 
to supplement the filing cards with a map or 
maps of the municipality showing the location 
of each parcel of land and easement held by the 
municipality. These maps can be colour coded 
to differentiate between land owned by the 
municipality, easement agreements, between 
vacant and occupied land, and between types of 
use, such as parks, road allowances, work depots 
and so on. 


Councils will find these maps of great assis- 
tance in discussing staff reports -- a picture 
is worth a thousand words. 


ee. 


ELOper ty. Files 


During the intial search to find out what the 
municipality's holdings are, the property 
officer will come across an abundance of 
documents and correspondence relating to 
properties. This material, or copies of it, 
should be gathered into one location, filed, 
and maintained under his control. These 
files? shouldyecontain, only) copsesvotsdeeds 
and easements, as the originals should be 
registered on title. The sample card has a 
Space on which to enter a by-law number and 
data regarding council's approval of the 
acquisition of the property. 


Upkeep 


If the system is to be useful, it must be 
reliable. Care in both determining the hold- 
ings as well as updating the system is essen- 
tial. The! property officer should review the 
council minutes after each meeting to ensure 
his records reflect the latest property- 
related actions by ‘council = ldeally, of 
course, he should be consulted before such 
decisions are made. 


SUMMARY 


The inventory described here is a very basic 
method of keeping track of assets as a pre- 
liminary step to better managing them. Each 
municipality has its variations in organization. 
The selection of the individual responsible for 
the system and the type of information retained 
should be discussed thoroughly by the senior 
staff members of the municipality before any 
forms are developed. 


If all local public utilities and other special- 
purpose agencies also used such a system, it 
would be a simple matter-for each agency to check 
with the others or circulate lists before pur- 
chasing property that may be surplus elsewhere. 

By keeping it "in the family" and better utili- 
zing resources, a more professional image may 

be projected to the public as well as ensuring a 
better use of limited tax revenues. 


SAMPLE INVENTORY CARD _ 


TOWN OF EDGWARE 


REAL PROPERTY INVENTORY | 


{ 
t 


DESCRIBUION: oppose eEg.) 6 CONC. 2 BHS 


instrument ¢ (25770 Vs 
ea pt ci a 
ROLL NUMBER | LaNo [x] | PURCHASE PRICE ASSESSED VALUE | 
| : : | 40,000 22,500 
Ga 0 CL = 28 G Mee: ’ 
(EASEMENT [| | rere : 
ZONING: Park OFFICIAL PLAN: Reereattonal | 
| PURPOSE OF ACQUISITION: Katenston to Asheroft Park | 
| COUNCIL APPROVAL: By-law 1627 May 12, 1973 
DATE OF PURCHASE: cune ws, To78 
: 
BUILDINGS: eS NO! x | 
LEASED. vES(nO| NoLE] ye 
| LESSEE - | 
EXPIRY DATE | 


teal ee ee ed Rt Jay ey als ay | FR) | 


bia a 
po 
=< 


“29 j 


a qb _ ie Pa! , 
* i 7 7S Sy ey a ee 
\ - ‘ 7 oy! _ wre re 
? - 7 ° s 7 
4 = 7 \ PL esCory oH PA, -( ; 
s es 7 : * a 


ae : a0 76) Boal? 38. LIA | 
. tai th A ia 13 


A - E1e.) a tad 5 
rn eel 
/ aby =o, 23 EOWHO HET 

ee | 
eae | 


a | 
“ 


This bulletin was prepared in the: 


Previous bulletins issued in this series: 


1 


Municipal Administration Branch 
Ministry of Intergovernmental Affairs 
56 Wellesley Street West 


Toronto, Ontarzo 
M7A 1Y7 


Highlights of The Municipal 
Brectrons Act, 1977 ($0.50) 


Conflict of Interest in 
Municipal Government ($0.50) 


Amendments to The Municipal 
Blections Act, 1977 )(S0.50) 


Council Agenda and Minutes -- 
Committee Agenda and Reports 
($0.50) 


An Alphabetic Filing System 
Suitable for a Small Municipality 
($0.50) 


Bargaining Information ($0.50) 
Drafting Municipal By-laws ($0.50) 
Municipal Insurance ($0.50) 

The Municipality and the Law ($0.50) 


Labour Relations -- The Organizing 
Process ($0.50) 

Procedure By-law ($0.50) 

Dismissal ($0.50) 


Labour Relations -- Components 
of a Collective Agreement ($0.50) 


The Head of Council ($0.50) 


An Act to Amend The Municipal 
Act (Bill 80) Remuneration 
and Expenses ($0.50) 


Municipal Staff Reports ($0.50) 
Council Committees ($0.50) 
Liability Protection ($0.50) 


Summary of 1978 Legislation 
Respecting Remuneration and 
Expenses ($0.50) 
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24 
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28 
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Copies of all the bulletins in this series are 


Publications Centre 


880 Bay Street, 5th Floor 


Toronto, Ontaric 
M7A 1N8 


Tel. 416-965-3514 


Microrecording ($0.50) 


Holidays and Time Calculations 
($0.50) 


Minicomputers ($0.50) 


Training Opportunities For 
Staff in Small Municipalities 
($0.50) 


Animal, Controlotso0 50) 


Purchasing in Small 


Municipalities ($0.50) 
Recruiting - I. Planning the 
Process ($0.50) 


Recruiting) =|,iiv The, Right 
Person for the Job ($0150) 


Recruiting - III. 
($0.50) 


Advertising 


Recruiting - IV. The Interview 


($0.50) 
The Interpretation Act ($0.50) 


The Statutory Powers 


Procedure, Act tLO715 (50.750) 


Highlights of The Line 
Fences Act; 1979 ($0.50) 


Information Gathering Services 
and Techniques ($0.50) 


Word Processing ($0.50) 


Job Descriptions: Make Them 
Simple and Useful ($0.50) 


The Provincial Legislative 
Process ($1.00) 


Municipal Real Estate -- 
Inventory ($1.00) 


available prepaid, from: 


(Please make cheques payable to the Treasurer of Ontario) 


LO 


Financial Procedures Bulletins 


A series of Financial Procedures Bulletins is being issued by the 
Municipal Budgets and Accounts Branch. Copies are available at 
$1.00 each from the Publications Centre. Titles now available 
are; 

F.1 Cash Management in Municipalities 

F.2 Bank Reconciliation Procedures for Municipalities 

F.3 Municipal Investments 

F.4 Zero-Base Budgeting 

F.5 Reserves, Reserve Funds, Allowances 


and Other Special Funds’, duly 1979, 30° pp. 


Prices subject to change without notice. 
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For additional information on this subject, get in touch 
with any of the field officers of the Local Government 
Division. They are located at these addresses. 


BRANTFORD 


172 Dalhousie St. 
Brantford, Ontario 
N3T 237 

(519) 756-0360 


GUELPH 


30 Edinburgh Road N. 
Guelph, Ontario 

N1H 7J1 

(519) 836-2531 


LONDON 


495 Richmond St. 
London, Ontario 
N6A 5A9 

(519) 438-7255 


NORTH BAY 


347 Sherbrooke St. 
North Bay, Ontario 
PIByZCL 

705) 476-4300 


ORILLIA 


15B Matchedash St. N. 
Orillia, Ontario 

L3V 4T4 

(705) 325-6144 


OSHAWA 


TEL Ss TACO Jia + Si 
Pew DOxneZLo 
Oshawa, Ontario 
LI 7V5 

(416) 571-1515 


OTTAWA 


244 Rideau St. 
Ottawa, Ontario 
KIN 5Y3 

(613) 232-9446 


SUDBURY 


1349 LaSalle Blvd. 
Sudbury, Ontario 
P3A 12Z2 

(705) 566-0901 


THUNDER BAY 


435 James St. S. 

Ps 0. Box 5000 
Thunder Bay, Ontario 
P7C 5G6 

(807) 475-1621 
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